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 ELECTION INSPECTORôS GUIDE 
FOR 

ELECTRONIC POLL BOOK 
 

City of Livonia 
 

 

Set-up 
 

1. Pull the laptop out of the case. Position the computer near an electrical outlet.  Plug 
in to surge protector, plug surge protector into wall and turn surge protector on. 
Keep the power cord plugged in throughout the day to maintain a 100% charged 
battery in case of a power failure. 

 

2. Insert the flash drive into the USB port in the computer (left side).  It will remain 
plugged into the computer throughout Election Day.  Plug in mouse and card reader 
to USB ports in the computer (right side)  TURN COMPUTER ON.  
 
This is what your desktop will look like: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

3. If the flash drive window does not automatically appear on the screen (pictured on the 
next page), go to ñSTARTò then to ñCOMPUTERò or double click on the ñComputer 
Shortcutò on the Desktop. The flash drive is labeled ñPublicZone (F:) Double click 
on the flash drive to open the folder. 

 
 
                              Computer Shortcut Icon: 
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Login to the encrypted flash driveôs Privacy Zone. 
 
The encrypted flash drive is a vital component of the EPB software program.  The encrypted flash 
drive is a password protected file storage device.  It keeps voter data protected, the backup file 
stored, and saves all of the work you have done on election day for the Clerk to use to update 
voter history and create precinct reports.  When saving files, make sure the Privacy Zone is open 
and those files are being saved to the encrypted flash drive.  Refer to this page throughout the 
day if unsure if the Privacy Zone is open or not.   
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To log into the Privacy Zone, 
insert the encrypted flash 
drive into a USB port and: 
 
1. The AutoPlay window 

will pop up after the 
flash drive has been 
inserted into the USB 
port.  Double click on 
Open folder to view files. 

2. Double click on V-
Safe100. 

3. Enter your password. 
4. Click OK. 
 

 
 
 

 
Password is:   Liv****** (to be determined each election) 

 
 

 
Once you enter the PrivacyZone and your computer stays running, you should not 
have to enter it again.  If your computer shuts down for any reason and you have to 
log on again, follow the same steps and enter the password before saving. 
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You should see a yellow ñfolderò in the PrivacyZone created by the clerk prior to the 
election.  Everything saved during the course of Election Day should be saved to this 
folder by highlighting the folder and clicking on the Open button and then Save. (or 
double click on it to open the folder) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
** Minimize (top right of screen) this window for the day by clicking the small horizontal 
line at the top right of the screen. You can then maximize it if you need to later. 
 

Log-In 

 

4. From the computerôs main desk top, double click on the Electronic Poll Book icon. 

 
 
5. Enter the Encryption Password and click on the Enter button. (see next page) 
 

The inspector operating the EPB computer must enter his/her specific user name 
and password as provided by the Clerkôs office.  Click on the Enter button. 

Remember, passwords are located in your envelope with the Flash Drive. 
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You will now see the main screen. 
 
 

6. Verify that the election date, election type, the name of the jurisdiction and the 
precinct number are accurately displayed at the top of the screen. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Run the initial back up and save to flash drive. 
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IMMEDIATELY NOTIFY THE CLERK OF ANY PROBLEMS! 
 
 

The encrypted flash drive must stay plugged into the laptop all day.  Throughout the day 
a Backup will be performed to save voters that have been processed.  This ensures the 
data will not be lost if there is a hardware failure.  Pay attention to your laptopôs settings 
when performing the initial Backup.  Which letter your encrypted flash drive is labeled is 
dependent on the laptop being used (see #4).   
 

 

 

 

 

 

 

 

 

 

To Backup the EPB: 
 

1. Click File 
 
 

2. Click Backup 
 

3. Click this button  at the end of the path 
field 

 

 

 

 

 

 

4.Select the drive that 
says  PrivacyZone.  
It could be D, E, or 
F depending on the 
laptop.  This is the 
drive that should be 
used to save files 
throughout the day 
and after the polls 
close.  Future 
backups should 
remember the drive 
you select in this 
step. 

 

5. Double click the [ElectionDate] folder 
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6. Click Save 

 

 

 
 
7. Click Backup 
 
8. After a few seconds, the Backup finished 

successfully screen will pop up.  Click OK. 
 
The laptop and EPB software are now ready for 
voters! 
 

 

 
 

 
 
 
 
 
 
 
ÎÎÎ  You should see a little blue light flashing on your flash drive. This lets you 

know that data is being saved there. This is a good thing! 
 

 
 
 
After the first successful backup, the path to the backup file will be retained; you will not 
need to navigate to your backup file after the first backup. You can close or minimize this 
file folder using the tabs in the upper right hand corner of your screen. 
 
If for any reason your computer shuts down during the day, you will have to repeat these 
steps to find your PrivacyZone file and do a proper backup. 
 
Take the time to find the PrivacyZone. You do not want to save to the ñRecoveryò area. 
Always click on ñPrivacy Zoneò on the left hand side of the file window when saving. 
 
 

IMMEDIATELY NOTIFY THE CLERK OF ANY PROBLEMS! 
 
 

You are now ready for the opening of the polls! 
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You MUST be ready to receive and process voters at 7:00 AM. If you are experiencing 
problems with your poll book and it is 7:00 AM start processing voters using the old 
system of paper books. They are located in your precinct supply case.  
 

DO NOT make voters wait for 15 or 20 minutes while you try and figure it out! Most voters 
that appear at 7:00 AM are going to work and are under time restraints. You will have 
time later in the day in most cases to work out any issues you may be having.  
 

Main Screen 
 

 
 

a ï Voter Search - The Voter Search section of the screen is the precinct list.  All voters in your precinct 
will be listed under This Precinct tab.  In addition, access to the lists of other precincts in the jurisdiction 
can be found listed in the Other tab.  In certain situations, the Unlisted tab is available to add voters not 
found in either list.   
 

b ï Voter Details ï The Voter Details section of the screen shows the voterôs registration information at 
the top, including the appropriate Ballot Style that should be issued to the voter.  In addition, the Geography 
button will provide detailed district information for each voter.  The middle of the screen is the action box.  
Ballots will be assigned and recorded in that section.  The bottom of the screen displays voting status flags.  
This portion of the screen is important to verify before issuing a voter a ballot.   
 

c ï List of Voters ï The List of Voters section records the voterôs name and what ballot number was 
assigned to them in a running list.  This section is for reference; use it throughout the day to balance with 
the tabulator. 
 

The EPB software contains the voter list for the precinct, records the ballots issued, and creates the List of 
Voters for the permanent record of the precinct.   With a few clicks, a voter may be verified and assigned a 
ballot.   
 

Î Î Î Î Important Note:  If a voter does not wish to have their driverôs license scanned, their name 
should be typed into the EPB software. Î Î Î Î 

 

 

 

 

 

 

QVF Precinct 
List 

 
Voter Details 

 

Voter Action 
 
 

 

Voter Status 

List of 
Voters 

A 

B 

C 
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Issue a ballot ï Regular ballot 
 

STATION #1 (Application to Vote) 
 

1. Instruct the voter to complete an Application to Vote; verify that the completed 
application contains the following:   

 

a. Voterôs printed name (optional) 
b. Voterôs signature  
c. Voterôs current resident address   
d. Voterôs day and month of birth 
e. The voter should show Photo ID, verify the photo likeness of the voter. If they 

do not have ID, have them sign an Affidavit stating they do not have it 
with them (located in the precinct supply case). IF THEY REFUSE TO 
SHOW PHOTO ID THEY CANNOT VOTE! 

 

2. Offer voting instructions. 
 

STATION #2 (EPB Computer) Make sure the This Precinct TAB is selected (left top). 
 

3. Locate the voterôs name using the Voter Search function.  A voter search may be 
performed by entering a voterôs name or driverôs license number in the Search window 
(top left) or swiping the magnetic strip on the back of the Michigan driverôs license.  
The voterôs name must be highlighted in the QVF Precinct List (left side) before 
continuing.  Complete the following: 
 

Note:  Be sure to clear ALL DATA out of the Name Search window before searching 
for a new voter. This is done by dbl. clicking in the window or by using your curser to 
swipe and highlight the data then ñDeleteò. 

 

Á The voter should show Photo ID, verify the name and photo likeness of the voter. 
If they do not have ID, have them sign an Affidavit stating they do not have it with 
them (located in the precinct supply case). IF THEY REFUSE TO SHOW 
PHOTO ID THEY CANNOT VOTE! 
 

Á If a voter is not comfortable having his/her ID swiped, USE THE MANUAL 
SEARCH OPTION! If your scanner is not working properly, DO NOT HOLD UP 
THE VOTER BY SWIPING HIS/HER ID MULTIPLE TIMES! Again, USE THE 
MANUAL SEARCH OPTION!  

 

¶ Verify the voterôs day and month of birth and current resident address provided 
on the Application to Vote to the information displayed in the Voter Details 
window (top center). (Address may vary from driverôs license if they have recently 
moved.) 
 

¶ A red ñ?ò to the left of a voterôs name indicates that a QVF code or other 
information regarding the voterôs qualifications must be reviewed before a 
ballot is issued.  Check the Voter Status window (bottom middle) for details. 



 9 

 
4. Initial the Application to Vote granting approval 

to vote.   
 
 
 
 

5. If applicable, (you will need to do this if you have used the manual search of a voterôs 
name) click on Lock this voter record (middle). You cannot continue until the voterôs 
name is highlighted and locked.  Note:  If the voter search is carried out by swiping 
the magnetic strip on the back of the voterôs Michigan driver license, this step is 
skipped. 

 

 
 
6. From the Voter Action window (middle), click on Regular ballot. 
 

 
 

7. On the Issue a ballot confirmation screen (pictured below) Enter the ballot number in 
the box for the first voter. It will auto advance from this point on for additional voters.. 
Be sure to constantly check your paper ballot and make sure that the number on the 
ballot is the number in the ballot number field on your computer. If it is different, change 
the computer to match. Click OK to complete the process.  

 

NOTE: For 99% of ballots issued you will use the ñRegular ballotò option. 
STAY AWAY FROM THE CHALLENGED BALLOT OPTION!!!! 
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This confirmation screen will then appear. 
This is to be used by you to check 
yourself and to insure that you have the 
correct voter number and ballot number 
recorded on the application to vote. 
 
 
 
 
 
 
 

8. The voterôs name and ballot # are automatically added to the List of Voters 
window/report (right) which will become part of the Poll Book following the close of the 
polls. The letters ñREGò will appear to the left of the voterôs name in the QVF Precinct 
List window indicating that the voter was issued a regular ballot. 
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9. Record the Ballot # and Voter # on the voterôs Application to Vote and hand the  
       Application to Vote to the inspector assigned to STATION #3.  

(USE THE NEW POP-UP SCREEN TO CHECK YOUR NUMBERS ) 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

STATION #3 (Ballot and Secrecy Sleeve) 
 

10. Locate the Ballot # on the Application to Vote.  This number must appear in the 
upper right hand corner of the ballot that is issued to the voter. 

 
 

Important!  Remember to visually verify that the ballot # assigned matches 
the number printed on the ballot before handing the ballot to the voter. 

 
 

11. Place the voterôs ballot inside a secrecy sleeve.  Paper clip the Application to Vote 
onto the Secrecy Sleeve and hand the sleeve to the voter. 

 
All three of these ñStationsò may be located at the same voter check-in table. 
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Issue a ballot ï Provisional (envelope) ballot, Challenged 
ballot or Provisional (affidavit) ballot 

 
 
REMEMBER:  If you think a provisional ballot is necessary, always verify this with the 
Clerkôs office. We will instruct you what to do. The voter must follow the proper procedures 
and complete the yellow provisional ballot form. 
 
STATION #2 (EPB Computer) 

 
To issue a Provisional (envelope) ballot or Issue a Challenged ballot, click on the 
corresponding button in the Voter Action window (middle). 
 

 
 

To issue a Provisional (affidavit) ballot, click on Unlisted (top left).  
 

 



 13 

 
Click on New (lower left) and enter the voterôs name and DOB in the Unlisted Voter 
window and click OK.  (Note:  Entering the voterôs address is not required.) 
 

 
 
The birthdate must be entered in the correct format with the backwards slash marks. 
 
This will enable you to issue a ballot to the voter. Follow the proper procedure of placing 
the ballot into a blue Provisional Ballot envelope and returning it to City Hall in the Local 
Clerk envelope. 
 
 

Spoil A Ballot 
 
STATION #2 (EPB Computer)   
 
1. Without removing the voted ballot from the secrecy sleeve, write the word ñSpoiledò or 
ñDefectiveò across the top of the voted ballot below the stub.  Remove the stub (unless 
already removed) and ask the voter to place his/her ballot and stub into the special 
envelope labeled for ñSpoiled and Defectiveò ballots.   

 
2. Locate the voterôs name using the Voter Search function (top left).  Highlight the 
voterôs name in the Voter List window (left). 

 
3. If applicable, click on the Lock this voter record (middle).  You cannot continue 
until the voterôs name is highlighted and locked. 

 
4. Click on Spoil a ballot in the Voter Action window (middle). 
 



 14 

 
 
 
5. Confirm that the ballot number is correct by comparing the one on the screen to the 

actual ballot you will be issuing. Click OK on the Spoil a ballot confirmation screen 
(middle). 

                  

 
 
 
 

6. Click OK on the QVF Electronic Poll Book confirmation screen. 
 

 
 

7. Assign a replacement ballot by clicking on Lock this voter record then Regular 
ballot in the Voter Action window (middle).     
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8. Click OK in the Issue a ballot confirmation screen to complete processing. 

 

 
 
9. REG will appear next to the voterôs name in the QVF Precinct List window (left) and 
the voterôs new ballot number will appear in the List of Voters window (right).  The 
new ballot number and the word ñSpoiledò will also appear in the Voter Status window 
(bottom center). 

 
10. On the voterôs original Application to Vote, draw a line through the first ballot number 

and enter the new Ballot #. 
 
11. Hand the corrected Application to Vote to the inspector assigned to Station #3. 
 
STATION #3 (Ballot and Secrecy Sleeve) 

 
12. Locate the replacement Ballot # on the Application to Vote.  This number must 

appear on the ballot given to the voter. 
 

Important!  Remember to visually verify that the new Ballot # recorded on the 
Application to Vote matches the number printed on the ballot. 
 

13. Place the voterôs new ballot inside the secrecy sleeve.  Paperclip the completed 
Application to Vote to the secrecy sleeve and hand the sleeve to the voter. 
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Other Voter Action Screen Functions 
 

Î Correcting Mistakes 
 

 

 

If a voter is selected in error, simply click 

Unlock this voter without performing any 

action to return to the main screen. 

 

 

 

 

 

 
Î Undo (bottom left) 

 

IMPORTANT!  Used to Undo the last transaction.  If corrections are needed 

involving multiple transactions, it is recommended that your contact the clerk for 
assistance.  
 
STATION #2 (EPB Computer) 
 
1. Locate the voterôs name using the Voter Search function (top left).  Highlight the 
voterôs name in the Voter List window (left). 

 
2. If applicable, click on the Lock this voter record (middle).  You cannot continue until 
the voterôs name is highlighted and locked. 

 
3. The Undo button will be enabled and will display the last Ballot # that can be undone 

or reversed.  Click on Undo.  
 

1.  
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4. A Confirm screen will verify the action to be undone.  Click on Yes. 
 

 
 

5.  Important!  After using the Undo feature, always verify that the next Ballot # 
assigned is accurate.  You may need to key enter the next sequential Ballot #. 

 

 
 
 
 
Î Voter Search (if voter not found under ñThis Precinctò) 

 
 

1. When performing a voter search, if the voterôs name cannot be located in This 
Precinct, click on Other (top left) to see if the voter is registered in a different precinct 
within the same jurisdiction.  

 
 

 
 

2. If the voterôs name is found under Other, refer to the Voter Details window (top/center 
of screen) to direct the voter to his or her proper precinct/polling location.   
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3. If the voterôs name is not found under Other, but the voter insists that a ballot be 
issued, contact the clerk for instructions.  If authorization to vote is not granted, a 
ballot may not be issued.  If authorization to vote is granted, click on Unlisted (top 
left). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 

4.  Click on New (lower left) and enter the voterôs name and DOB in the Unlisted Voter 
window and click OK.  (Note:  Entering the voterôs address is not required.) 
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Î REMARKS 
 
Any time a correction is made, a remark should be entered.  In addition, remarks should be made throughout 
the day to document events that happened in the polling place that are significant.  Providing this information 
aids the Clerk in understanding what took place throughout the day.  There are two types of remarks.  Be 
sure to use the correct type based on the comment you need to make. 

 

 

To enter a General 
Remark: 
 
1.  Click File (or the 

General Remarks 
button and skip to step 
3) 

 
2.  Click Remarks 
 

3.  Click New 
 
4.  Enter Remark, the EPB 

automatically records 
the date and time of the 
entry, however, adding 
the time is 
recommended as the 
EPB is not always 
available for remark 
entry at the time the 
event took place. 

 
5. Click OK 
 
6. Click Close 
 

To tie a Remark to a specific voter: 
 

Pull the voterôs record up in the EPB 
software, by typing the voterôs name 
into the DLN/Name field, entering 
the last name first, click Lock this 
Voter Record and: 
 
1. Click Voter Remarks 

 
2. Enter Remark, the EPB 

automatically records the Voter 
Name, Voter Number, and date 
and time of the entry, however, 
adding the time is 
recommended as the EPB is not 
always available for remark 
entry at the time the event took 
place. 

 

Click OK  


